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alive after five... thanks 


And no wonder— electricity does 
the work—helps today’s smart 
women of letters turn out such 
truly beautiful work in so little 
time, with so little effort and so 


pleasing to the boss. 
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Ww hours become profitable hours if you are alert 
to the opportunities which are available to you. As a 
member of this Association you have the opportunity to 
participate in the educational program of your own local 
chapter; you have the added opportunity to take advantage 
of the Certified Professional Secretary program. 


Each one of us should give some time to her community. 
The American way of life is the best in the world—let’s 
make our individual contribution to keep it that way. 


Your chapter needs funds to assure representation at the 
annual conventions, district, regional and state meetings; 
to award scholarships; and to maintain the growth and de- 
velopment of the chapter. Give of your time and effort to 
raise these funds. As a member this is YOUR responsibility. 

The programs planned for our conventions, district, re- 
gional and state meetings provide mental challenges as well 
as an interesting social time. These meetings likewise give 
you a broader view of The National Secretaries Association. 
Take the time to become acquainted with your sister mem- 
bers from other chapters, other states. 

Better Learning—Better Letters—Better Living—the rich 
fruit of profitable hours. Yes, indeed, NSA hours are profit- 
able hours; hours that result in making you a more efficient 
secretary, a better citizen and a good friend. 


Cordially yours, 


National President 




















for type that sparkles 
like MEW 


Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 


60¢ at all stationers 
and typewriter dealers 
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They are Governed Best 
Who Govern Themselves 


a report on the National 
Rules and By-Lans Committee 


Submitted by CASSANDRA D. WATERMAN, 
Northeastern Vice President 


HE VéRY foundation of our democratic way of life in 

the United States of America is also the foundation of 
our democratic way of life in The National Secretaries As- 
sociation (international). You— the governed—are the 
governing body of NSAI, for it is you who write our by- 
laws, adopt our by-laws, and conduct your NSAI affairs in 
accordance with the rules which you have set up for your- 
selves. 

What, then, is the function of the National Rules and 
By-Laws Committee? This Committee is of vital importance 
to the integrated operation of our present and ever-growing 
Association, and the contribution which it can make to our 
welfare is in direct proportion to the use which you — the 
members — make of the two important functions which it 
performs. 

1. It is the responsibility of the National Rules and By- 
Laws Committee to rule on the legality of the by-laws 
which you propose to adopt for state and chapter opera- 
tion and to make recommendations where changes are 
necessary. 

The Committee has but one criterion for judging 
whether your by-laws meet the necessary requirements— 
conformity with National Rules and By-Laws. The pat- 
tern is the same for every set of by-laws which they ex- 
amine—the National Rules and By-Laws which you 
have written and adopted. 

. It is the Committee's responsibility to act as a “clearing 
house” for all proposed amendments to the National 
Rules and By-Laws; to correlate the proposals submitted 
to them—by YOU; to refer back to you for pre-Conven- 
tion consideration the proposals which have come from 
NSAI units the country over; to present to you, at the 
Annual Convention, for Convention action—the changes 
proposed by individuals, that they may be accepted or 
rejected by majority vote, as the basis for the governing 
of all units of The National Secretaries Association (In- 
ternational ). 

It is a full circle, and therein lies its strength. It is a 
full circle, and therein also lies its weakness. You can keep 
it strong. You can break it. Your National Rules and By- 
Laws Committee serves as the weld that holds the circle 
together. The contribution which your R&B Committee 
can make this year will depend upon the use YOU make 
of the services of 

Mrs. Lily O’Kura, Chairman 
Mrs. Jean Githens, NE Representative 
Miss Doris Gregg, SW Representative 
Miss Caro Reese, NW Representative 
Mrs. Ruth Andrews, SE Representative 


THEY GOVERN BEST WHO GOVERN LEAST 
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The Secretary 











The Carbon Paper 
| want is 


WEBSTER 


DURAMETRIC 





PICK UP A SHEET. It's admirably crisp . .. and that 
crispness is built right in for long useful life. 


IT’S FLAT. And that flatness is there to stay. Webster's 
own Shurflat formula coats every sheet . . . no curling! 


TURN IT OVER. Notice the uniformly glossy inking. Each 
sheet was inspected many times before it reached you. 
No wonder impressions will be clear and clean—looking — 
time and again! And manifold carbons will be neat and 
legible down to the last one. 


AND LOOK — that Micrometric scale edge on the side 
actually measures typing space for you. No more 
"running—over" on a page! It keeps fingers and pages 
cleaner, too. What a trouble-saver! 


FREE SAMPLE? Certainly. Write on your office letter—head 
specifying make of typewriter and number of 
carbons required in your office work. 


WEBSTER’S MULTIKOPY. DURAMETRIC CARBON PAPERS 


9 Amherst Street, Cambridge 42, Massachusetts 











... TO THE EDITOR 


Dear Miss Hill: 
I am truly delighted to have the copy you sent me of 
THE SECRETARY. 


THE SECRETARY is quite a glamor publication and 
has a wide-awake, up-to-the-minute quality which is most 


engaging. Dora Richman 
Editor SPECIAL LIBRARIES 
Special Libraries Association 
Dear Jerry: 


You've heard of “Seven Brides for Seven Brothers”’— 
well, here’s the NSA version, “Seven NSAers for Interna- 
tional Life Insurance Company, Austin, Texas.” 

When “Boss Man” Charles A. McCormick announces 
another new expansion program, he leans to the Inter-Com 
and calls for “Grandma,” and easy Texas informalities be- 
come quick Texas formalities: belts are tightened, heels 
begin to click and voltages and fuses on all electromatics 
are made double ready. 

Texas grandma of four at age 37, Mrs. Rozine Smith is 
soon shoveling files at Mr. Mac’s second secretary, Mrs. 
Blanche Taylor. The overflow soon reaches two other NSA 
secretaries, Mrs. Verna Lodwick and Sue Lewright, and a 
Texas stampede is on—all lights are turned green, and 
overtime for all hands. 

Mrs. Jan Chilton Swanner supports the expansion with 
legal documents and Mrs. Rose Rung directs to the Texas 
Mail the agencies’ phase of the program. Mrs. Olga Mul- 
holland creates new desks and shifts personnel in anticipa- 
tion of an influx of new mail, and International's latest 
expansion program begins to breathe. 

TOWER LIGHTS CHAPTER 
Austin, Texas 





Seated left to right: Mrs. Rose Rung, Mrs. Rozine Smith and 
Mrs. Blanche Taylor. Standing left to right: Mrs. Verna Lod- 
wick, Mrs. Olga Mulholland, Mrs. Jan Chilton Swanner and 
Miss Sue Lewright. 
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Dear Jerry: 

I don’t often get the “yen” to commend or condemn, but 
this time the urge cannot be denied. I refer, of course, to 
the Convention issue of THE SECRETARY. 

While I haven’t had time to read every word as yet, in 
glancing through my copy I can see we have the most com- 
plete coverage given any convention held during my six 
years membership in our organization. The photographs, 
alone, tell the wonderful story of convention activities and 
include some we have never before had published, but that 
were available through individual sales only. I am certain 
all the stories will be equally as good. 

Though I did not speak to you personally while in New 
York, I will thank you now for the wonderful job you have 
done and are doing as Editor of our really super magazine. 


Eleanor Lavelle 
President 
Texas-Louisiana- 

New Mexico Division 


Dear Mr. Reuter: 


At the last meeting of the Executive Board of the Spo- 
kane Chapter of The National Secretaries Association (In- 
ternational), one of the members passed around the little 
newspaper, sent by your firm to each member of our Asso- 
ciation, carrying first hand news of the National Convention 
held in New York City this past July. 

To accumulate this timely news, put it in newspaper and 
journalism form and mail a copy to each recipient of THE 
SECRETARY magazine is no little job. We of Spokane 
Chapter hope that you will find time in the course of your 
busy day to glance at this letter and note the fact that the 
gals from Spokane, Washington, ‘way across the country 
from you, want to say “Thank You” for this extra touch! 
It made us feel just a little better about-not having been 
there ourselves. 

I am sure our chapter is just one of the many—Inter- 
nationally now—who would like you to know we appreciate 
your thoughtfulness. We all always enjoy the magazine, 
THE SECRETARY, and were most pleasantly surprised to 
receive this little “extra.” Many thanks! 

Gayle Jewell 
Corresponding Secretary 
Spokane Chapter 
Spokane, Washington 


Dear Gerardine: 

Each time I receive and read my copy of THE SECRE- 
TARY I mentally thank all those responsible for the publi- 
cation. I am sorry to have waited so long to pass along 
these compliments to you. 

THE SECRETARY is most interesting and informative 
to secretaries, and is a very high quality publication. I be- 
lieve that it is one of the most forceful selling points of 
our Association. 

All those responsible for THE SECRETARY have the 
praise and appreciation of the entire Anniston Chapter of 
The National Secretaries Association (International). 

May Sue Canada, President 
Anniston Chapter 
Anniston, Alabama 


® The Secretary 











MANY HAPPY 
RETURNS" 


—that cut typing costs 





To return the carriage on an 

IBM Electric Typewriter, a typist 
merely touches the return key. 
Electricity does the rest. 

This simple operation—which the 
average typist performs 268,000 
times a year—requires 400 times 
less energy* than returning the 
carriage on a manual typewriter! 
Increased typing production—and 
a happier typing staff—result. 


TRADE MARK 


electric typewriters 
... less work per word 


*By actual mechanical measurements 
of inch ounces of energy for the carriage 
return operation 
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Winter's acomin’’ 


EPORTS show that American motorists spend upwards 
of forty million dollars each year in radiator repairs. 
Roughly 35,000,000 pounds of valuable copper, lead and 
brass are used up in the 700,000 new radiators installed 
annually in cars from coast to coast. Most of these repairs 
could have been avoided—if proper care had been taken. 
That's why the Du Pont Company wants to remind mo- 
torists to have their cars made safe for winter driving NOW 
—before the first snow flurries arrive. Every year too many 
car owners delay having their automobiles readied for cold 
weather. The result is some four and a half million cooling 
system repair jobs—not to mention the damage done to 
other parts of the car. 

By bringing their cars to their dealer’s place of business 
as early as mid-October, car owners can be assured of re- 
ceiving complete and careful service plus insurance against 
any unexpected drop in temperature which might cause 
serious damage. What's more, they will avoid the usual 
time-consuming jam-up that packs service stations at the 
time of the first freeze. 

The winter safety checkup should include the draining 
and flushing of the cooling system plus a careful examina- 
tion of the radiator, water pump, hoses and connections, 
to see if any leaks have developed. The smallest opening, 
unless it is quickly repaired, will expand under heat and 
pressure, allowing the anti-freeze solution to escape. The 
fan belt, hose clamps and other such items should be 
checked and replaced, if they show signs of excessive wear. 

Choosing the right type of anti-freeze is very important. 
The choice of a proper anti-freeze type should be governed 
by the conditions of use and not by relative prices. For most 
cars, driven under normal cold weather conditions, a stand- 
ard anti-freeze, such as “Zerone,” will provide ample win- 
ter-long protection. A premium anti-freeze, like “Zerex,” 
is suited for all cars and all kinds of winter driving. In 
fact, automobiles that have a high-opening thermostat or 
that are driven under unusually severe weather conditions 
require “Zerex” or other ethylene-glycol base anti-freeze. 

Both “Zerone” and “Zerex” are the result of extensive 
study made at the world-renowned Du Pont Laboratories 
into the problem of cooling system corrosion and ways of 
overcoming it. 
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When “the frost is on the punkin” every canny driver knows 
there are things to do—get anti-freeze and change to lighter 
oils and greases. Do it soon, before the attendant gets too busy 
to do a careful job. Check your defroster, too. A coating of 


glycerine or anti-freeze will keep wind-shields ice-free. 


In addition to protecting the cooling system, the winter 
safety checkup should include a careful examination of the 
battery, generator, brakes, tires, headlights and tail lights. 
The windshield wiper, heater and defroster should all be 
inspected before cold weather sets in so they will be in 
good working order when they are needed. 


Many car owners are probably misled by the words “per- 
manent” or “permanent-type” when applied to anti-freeze. 
Actually, “permanent-type” merely designates the anti- 
freeze as a non-evaporating kind having a “glycol” type 
base which has a higher boiling point than the standard 
type or “methanol” based anti-freeze. Such impartial tech- 
nical authorities as The National Bureau of Standards, The 
Society of Automotive Engineers and The American Auto- 
mobile Association are unanimous in recommending that 
anti-freeze should not be re-used from one year to another. 


The National Bureau of Standards, in a recent Bulletin 
titled “Automotive Anti-Freezes,” stated that anti-freeze is 
subjected to several conditions that cause it to change its 
properties. Inhibitors are depleted over a period of time 
by exhaust gases and air leaking into the cooling system. 
If the anti-freeze solution is used over an extensive period 
of time, it will rapidly turn acid and corrode vital engine 
parts. The Bulletin went on to say: “In view of the com- 
parative cost of anti-freeze and of even so minor a replace- 
ment as a water pump or radiator, it is certainly cheaper 
in the long run to use new solutions each year.” 


This danger of corrosion in the cooling-system is not 
limited to older cars. Strange to say, new cars may be even 
more susceptible to such troubles than pre-war automobiles. 
This stems from the fact that for the past ten years or 
more car engines have been increased in power capacity so 
that they now reach, in some instances, over 200 horse- 
power. Yet, surprisingly enough, the cooling system capa- 
cities of most cars have not been increased. In a great many 
cases the cooling systems of today’s models are smaller 
than those made years ago. 

All of which means that a greater strain than ever is 
placed on the radiator, water pump and other parts of the 
cooling system. Rust and corrosion will take place more 
quickly than ever unless care is taken to prevent them. 


The Secretary 
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at 4 she declines... 


How PANAMA BEAVER 
“Vision Engineering 
combats fatigue that cuts production 


White paper on a dark desk. . . black print on white 
paper ... reflected glare: these are the ‘optic 
ogres" that reduce efficiency as much as 25% in 
some offices .. . tire employees . . . slow production. 


And it costs you plenty! 


PANAMA-BEAVER eliminates the major causes of 
eye fatigue with a complete line of products which 
are ‘‘vision engineered" for greater efficiency. For 
example, new EYE-SAVER Uni-Masters for spirit du- 
plicating now come in soft, eye-soothing jacket color 


ANAMA-BEAVER 


P 


¢ 

Coast to Coast Distribution 
MANIFOLD SUPPLIES CO., 
i9 Rector Street, New York 6, N. Y. 


Seeecese on ceceene iii 


tints on special no-glare paper. Typing stands out, 
never strikes back! (You still get the same brilliant 
copies in the same remarkable numbers!) 


And you'll find the same scientific ‘‘vision engineer- 
ing" in all PANAMA-BEAVER products, from Hypoint 
colored carbon papers to Lustra Colorful Inked Rib- 
bons that harmonize with all papers and letterheads. 


Check into PANAMA-BEAVER ‘‘vision engineering” 
before you place your next order. It will pay you 
vastly! 
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simplified for the busy secretary 





by WALTER R. STROTHMAN, C.P.A. 


PREPAID EXPENSES 


iy THE August, 1953 issue of THE SECRETARY it was 
stated in effect that the use of depreciation and amorti- 
zation would be unnecessary if business concerns needed 
to calculate earnings only at the end of their existence or 
after complete disposition of all assets except cash. Obvi- 
ously we must know the profit and loss results for shorter 
periods (days, weeks, months, years). Accountants have, 
therefore, resorted to the practice of prorating or distribut- 
ing the value consumed of assets, other than those con- 
verted to cash, to the respective accounting periods running 
concurrently with the service or useful life of such assets. 
Previous articles (August and September, 1953 and Octo- 
ber, 1954) were confined to depreciation of fixed assets 
such as buildings, machinery and equipment. 

Prepaid expenses are similar to fixed assets in that their 
value or useful life extends beyond the accounting period 
in which they originate. Examples of prepaid expenses are: 
insurance premiums, advance payments on rent, contract 
deposits, leasehold improvements, royalties paid in advance, 
expense advances, etc. Prepaid expenses are shown as assets 
on the balance sheet. They are sometimes called “Deferred 
Charges,” because it is expected that these items eventually 
will be charged to the income account. In other words, a 
charge to income (arising from a current expenditure) is 
delayed until future accounting periods to which it applies. 

Insurance coverage for fire, storm, explosion and other 
casualties, frequently is underwritten for three year periods. 
There is usually an advantage in paying the entire premium 
when insurance is put in force. For example, assume that 
in November, 1954 we paid a three year fire insurance 
premium amounting to $5400. The insurance is effective 
at noon (standard time) on November 15, 1954 and will 
expire at noon on November 15, 1957. An earlier policy 
expires on November 15, 1954. Naturally, we would not 
want to charge all of this expense to profit and loss in the 
month of November, 1954 or even to the year 1954, since 
most of it applies to the years 1955 and 1956 and 1957. 
The most common procedure is to charge the entire pre- 
mium to prepaid expense as follows: 


Dr. Prepaid Expenses— 
Fire Insurance Premium 


Cr. Cash (or Accounts Payable) $5400 
To record payment of three year insurance pre- 
mium to X Insurance Company of Policy No. 
000, effective November 15, 1954. 


$5400 
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The next step is to prorate or write off the applicable 
part of the premium to the current accounting period. If 
profits are determined monthly, we would say that the 
monthly expense is $150, which is equal to $5400 divided 
by 36 months. A perfectionist would point out that only 
one-half of one month’s premium is applicable to Novem- 
ber 1954, and thus the expense for that month is only $75. 
Similarly, upon the expiration of the policy, only a half 
month’s premium would be charged to the month of No- 
vember, 1957. The first monthly write-off entry would be 
as follows: 


Dr. Profit & Loss—Fire Insurance Premiums $75 


Cr. Prepaid Expense—Fire Insurance Premiums $75 


To charge income with the portion of fire in- 
surance premium applicable to the month of No- 
vember, 1954. 


Immediately following this entry the unamortized portion 
of the prepaid expense would be equal to $5325 ($5400 
minus $75). If an earlier policy had been in force, ex- 
piring November 15, 1954, the final half month’s premium 
thereon would also be charged off so that the aggregate 
charge to profit and loss for the month would probably 
be approximately $150. In actual practice, the write-offs 
for the premiums of all policies are combined into a single 
entry. The write-off for each month for December, 1954 
through October, 1957 would, of course, be $150. 


Where numerous policies are in force, it is advisable to 
keep an insurance register in which a separate page, card 
or line is used to record the important data pertaining to 
each policy, including the monthly premium expense and 
the unexpired portion of the premiums. A summary of this 
register is prepared at the end of each accounting period to 
support the bookkeeping entry charging off current pre- 
mium expense and to substantiate the total unexpired pre- 
miums appearing in the balance sheet. 

Incidentally, it is a good idea to maintain a tickler file 
to remind you of coming expirations, before they occur, 
so that you will not be in the position of having a casualty 
loss which is not covered. 

We hope this brief description of prepaid expenses will 
help you to avoid the misconception of a certain guardian 
who thought a deferred charge was an orphan who didn’t 
have to go into the military service. 


The Secretary 





Noblesse Oblige 


by LORAINE JOHNSON, CPS 
Chairman, National Nominating Committee 


W: REMEMBER the very first day we started to work, 

and we especially remember the kindly co-worker 
who came to us at mid-day, put his hand on our shoulder, 
and said, “You're doing fine. If you need any help, just call 
on me.” 

A little thing, maybe. It didn’t cost him anything. But 
he occupies a place in our personal Hall of Fame alongside 
Santa Claus, Cinderella, our best-loved doll and our favorite 
teacher. 

The lesson taught through these simple words of en- 
couragement was well learned. We have tried to pass it on 
to others through the years and the dividends are far greater 
than the effort expended. 


When a new kid, fresh out of school, starts to work in 
our office, let’s give her a grin and a kind word or two. 
She isn’t someone we need to impress with our businesslike 
importance. Nor do we need to suspect her (for a few 
weeks, at least) of coveting our job. She is probably scared 
to death and feels just as we did—absolutely friendless and 
alone against the cold, cruel, matter-of-fact business world. 


This same little gesture of welcome is even more appre- 
ciated by a new employee with years of experience behind 
her. We have all gone through that grim first day in a 
strange office where nobody extended themselves in our 
behalf. Sometimes there is a reason behind this apparent 
lack of courtesy, when the policy may be to allow the new 
employee to accustom herself to the surroundings, but the 
jobs we have always liked best were the ones where some 
sweet soul made us feel wanted right away. 





Dates to Remember 


Southeastern District 


Tennessee 
Time: November 19-21, 1954 
Place: Peabody Hotel, Memphis 


Southwestern District 


REGIONAL MEETING 
Texas 
Time: November 12-14, 1954 
Place: Adolphus Busch Hotel, Dallas 














The Secretary 





WHY WASTE OFFICE TIME? 


KEE LOX “KOPY ALIGNER” combines 
HIGHEST QUALITY CARBON PAPER 


Plus Patented Collating Feature, Insures 
Speed Automatically, Plus Efficiency, 
with Less Fatigue 


You Cut 
Your 
Collating 
Costs 





YOU SAVE ON THE TIME 


Different Weights and Finishes to give perfect re- 
sults from One to Twenty Copies at a time. All Copies 
Clean while every sheet has astonishing wear. You 
may obtain Free Samples by contacting any of our 
32 fully stocked Retail Branches in the U. S. A. We 
also make Carbons for every use and ribbons of 
every color for every machine known to the market. 


Kee Lox Duplicator Supplies are No. 1 on the 
market. Kee Lox Erasaguard or the “Typists Pal” 
supplied at 50c each. 

Just phone our Branch in your city for Samples of 
above Kopy Aligner or write on your letterhead to: 


HOME OFFICE 


Kee Lox Mfg. Co., Rochester 1, N.Y., U.S.A. 





Above line for Export, write to Export Dept. above address, for 
information, free Samples, and Exclusive Territory. Most complete 
and Highest Quality Line in the Industry. Quality that holds Cus- 
tomers and insures Profit. We know because we sell it retail. 
You get the same product. 
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A hazy view of New York City from 


the Observation Tower of Rockejeller 
Center. Group posing are NSAers 
from Chicago, Illinois, with Rosanne 
Hollander, extreme right. 
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Representatives from the MILWAU- 
KEE CHAPTER on the CONSTITU- 
TION, July 20, 1954 


“We had a 


wonderful 


time’ ..... 


by ROSANNE HOLLANDER 
Chairman, Trips and Tours Committee 
Ninth Annual Convention 





NSAers in the lobby of the General Assembly Building, United 
Nations, Wednesday, July 21, 1954. 








T HAT New York is a city that works an irresistible charm 
on its visitors is evidenced by the many letters we have 
received expressing appreciation and enjoyment of the trips 
and tours undertaken during Convention Week. Exciting! 
Scintillating! Colossal! — were just a few of the superla- 
tives we heard as our visitors sampled some of the wonders 
that make up this most amazing and fascinating city in the 
world — the city that has everything. 

Will any of our NSAers ever forget the sudden warmth 
coming aflame within when they first sighted the cluster of 
United Nations buildings — citadel of free men’s hopes! 
Even more thrilling was the actual tour through the build- 
ings, which cover an area of 18 beautifully-landscaped acres 
on the East River shore. All the buildings were designed 
inside and out by leading architects and decorators from 
all over the world. The layout and colors of the various 
meeting rooms are indescribably beautiful. Our tour was 
followed by lunch in the Delegates’ Dining Room where 
we all enjoyed the dignified atmosphere, delicious cuisine, 
view of maritime activity on the East River and the oppor- 
tunity to relax and reflect on the wonders that we had seen. 

We visited Rockefeller Center, the unique 121 acre “city 
within a city,” and fantastic as it seems dodged traffic four 
stories underground where 700 trucks make off-the-street 
deliveries daily to service .the needs of the Center. Our 
group had an opportunity to inspect the gardens, open 
plazas for sun and air, Radio City Music Hall and the many 
works of art — murals, mosaics, sculpture — that make the 
Center more of a community than a group of cold stone and 
steel buildings. Particularly intriguing were the roof gar- 
dens, purposefully designed so that those working in the 
towering buildings can see a “bit of green” from their office 
windows instead of the dreary outlook of bare roof tops. 
Our tour ended with a trip to the Observation Tower. A 
short while before, as our guide pointed out golden Prome- 
theus and the gay umbrellas in the Plaza, we had looked 
skyward to the top of the 70-story RCA Building, never 
dreaming that in 37 seconds flat we would be whisked to 
that gleaming pinnacle in an elevator geared to jet-like 
speed. The reactions of our visitors when they reached the 
Observation Tower and looked down on the aggregate of 
stone and steel — the molten silver ribbons that flank the 
island shores, the broad mirrors that are its southern bays, 


and the unparalleled view of the five boroughs and New 
Jersey—were pure wonderment. 

Highlights of our trips and tours were visits to the lux- 
ury liners CONSTITUTION and ANDREA DORIA, where 
we were warmly received and hospitably conducted through- 
out. We were all in agreement that “luxury” was not loosely 
applied to these ships — breathtaking colors and decora- 
tions, impressive lounges, writing rooms, dining salons, 
swimming pools, shops with merchandise gathered from all 
parts of the world, elevators, theatres, cheery staterooms, air 
conditioning — every possible convenience for the comfort 
and diversion of passengers. 

Our trips to the ships also gave our visitors an insight 
into New York harbor activity. We had to walk carefully as 
we dodged in and out among dock cranes, fork lifts, and 
trucks, clearing away or assembling cargoes. Across the 
waters we could hear the dissonant symphony of harsh and 
pleasant sounds: the lonely clang of bell buoys and the 
whistles — high-pitched and low-pitched, anxious, insistent, 





questioning, bossy — of freighters, fishing boats, dredges i : 
ond agp. apiece Paris?. .. or Phoenix? 

e made two trips to mewspapers, the RK . 
TIMES and DAILY NEWS, offering a contrast in publica- Take that TWA vacation now! 
tions — an ultra-conservative newspaper and a tabloid with 
the largest circulation in the United States. We found these P = Paris at night...or basking in the Arizona 
visits particularly interesting and educational as we inhaled | - sunshine ?...What do you want in the way 
printers ink and were taken step by step through the process _| of a vacation? One thing’s certain, you don’t have to put 


off your dream trip a day longer. Just visit any TWA 
office. and start on that perfect vacation—and without 
sending your budget into a tailspin! 


of assembling a newspaper. At the TIMES we gazed in awe 
at the cluttered little cubby-holes which famous reporters 
and writers call “office” and from whence emanate some of 





the masterpieces that bear their by-lines. The DAILY NEWS Thrifty, fun-filled tours—yours for the picking. Whether 
is housed in a building renowned for its proud verticality you're Europe-bound, or want to see America first... 


whether you like to travel in a group, or solo... whether 
you're planning to stay 3 weeks, or a week end—you ll 
find a TWA tour designed especially for you. TWA will 
help you fly away today or start you planning now for 
your next vacation trip. 
| Use TWA‘s TIME PAY PLAN. The smallest down payment 
will fly you any place in the world. After you return, pay 
the balance in low monthly installments...spread over as 
long as 20 months. 


and the lobby is one of the most interesting places to visit | 
in New York. From its glass lined ceiling, four stories high, _| 
a “sun” throws brilliant light upon a terrestrial globe, the | 
largest of its kind in the world. Elsewhere in the lobby are | 
weather charts, clocks that show the time all over the world, 
and a floor laid out as a giant compass from which radiate 
lines showing the direction of many of the world’s principal 
cities and their distance from New York. 

The visit to the top of the Empire State Building was 
planned just before dusk so that we could enjoy the pan- 












































orama of New York and surrounding countryside, see dark- Here’s what TWA‘s TIME PAY PLAN - 
. . . . = “~ 
ness slowly descend and the twinkling lights come on in a ed 
the buildings and deep down in the man-made canyons. Destination a ad BH *¥ 
(continued on page 30) 
CHICAGO to PHOENIX $ 69.00t $ 7.90 
NEW YORK to PARIS 
$461.00° $47.00 ASK MARY GORDON 
Gee OF TWA 
cower ae ee $551.40° $55.40 where to go 
‘Seat , om: AWA COAST to COAST $ 99.00t $10.90 
a OU a | 
| ROUND-TRIP THRIFT SEASON effective \ l— Mar, 31 
tPlus tax 
! | —-----—--- FILL OUT AND MAIL ————————— 
™ | Please send me Mary Gordon of TWA, Dept. S114 
—— oe a — > information on... Trans World Airlines 
a | | 380 Madison Avenue, New York 17, N. ¥. 
} Time Pay Plan 
‘ Name = 
Europec PLEASE PRINT 





Surgain Tours 


Address ana 


Domestic Tours 6s " 
| City - SE ———— 








THE 





GYPSY DANGLES 
So smart and distinctive when mounted 
with your N. S. A. insignia. The big 
round dangles are 144” in diameter with 
a gleaming engine-turned design. 
20446 Jeweler’s Bronze..........$2.30 


including tax 





HERALDIC PENDANT 
Medieval style pendant has polished disc 
2” in diameter and 26” heavy-link chain. 
Old-fashioned swivel watch fob style at- 
tachment. Note the new “Chanel” length. 

20147 Gold Plated $2.70 


including tax 





ATTLEBORO, 


Fourteen 


GIFTS for N. S. A. friends, retiring 
officers or for your own personal 
use. Enjoy the distinction that only 
the N. S. A. member may have of 
wearing the beautifully-enameled 
insignia mounted on a piece of at- 
tractive jewelry. 





TAILORED COLLAR PIN 


The perfect pin to wear with your tail- 
ored shirts. Matching cuff links also 
available in the oval medallion design 
with beaded edge. Gold Plated. 
20524 Collar Pin wu 1.35 
14229 Cuff Links sis 


including tax 


GIFTS FOR RETIRING OFFICERS 


Show your appreciation of retiring 
officers by presenting each with a 
special gift crested with your N.S.A. 
insignia. Select from the variety 
grouped here. 

The gift that lends glamour is the 
gift she will like! 


HOW TO ORDER 


Send orders directly to The National 
Secretaries Association — 25 E. 12th 
Street — Kansas City 6, Missouri. 


The L. G. Balfour Company is proud to 
manufacture the official insignia for 
The N.S. A. All orders should be sent di- 
rectly to your national headquarters at 
address given above. 


BALFOUR GIFT BAZAAR 





SCOTTY BRACELET 


An adorable Scotty stands out against 
the pierced background in a new and 
interesting bracelet. Wear it for a gay 
conversation piece. 


977 White Finish $2.00 


including tax 





WATCH CASE COMPACT 


Old-fashioned watch-case style compact 
has embossed surf design on cover and 
black cord and tassel. Puff and sifter. 
23%” diameter. 


20317 Jeweler’s bronze $2.45 


no tax 
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All This and NSA Too... 
a Thanksgiving Message 


‘eae DAY is an exciting day 
for most of us! It is a day of hustle 
and bustle; of eating too much; of rush- 
ing off to an exhilarating football game; 
or of going out of town for a visit with 
family and friends. Many of us do not 
take the time to pause to give thanks to 
our God for all the blessings he has be- 
stowed upon us during the past year, and 
during our entire lifetime—and that is 
the reason the pilgrims celebrated the 
first “Thanksgiving Day” in October of 
1621, and the reason President Abraham 
Lincoln issued a proclamation in which 
he “appointed and set aside” the last 
Thursday in November as a day of na- 
tional thanksgiving. The last Thursday 
has been proclaimed by each president 
since that time, except in the year of 
1939 when President Franklin Roosevelt 
moved it back to the next to the last 
Thursday in the month so there would 
be more time between Thanksgiving 
and Christmas. 


Individually, if we should count our 
blessings, we’d be surprised at the many 
“gifts of God’s love” for which we can 
all be thankful. It is true that some have 
more worldly possessions than others, 
but our lives are largely what we make 
of them, based upon our individual ef- 
forts and ability to take advantage of 
opportunities. 


As members of The National Secre- 
taries Association (International), we 
have much for which we can be thank- 
ful. We have a professional organization 
that is made up of secretaries, by secre- 
taries, and for secretaries. A few short 
years ago there was no such Association. 


We can be thankful for the establish- 
ment and undreamed of success of the 
Certified Professional Secretaries pro- 
gram which is doing so much to pro- 
mote proper recognition of the secre- 
tary’s place in the business world. We 
can be thankful that those who set up 
the program were farsighted and un- 
selfish to the extent that they have made 
the examination and its benefits avail- 
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able to all qualified secretaries, regard- 
less of race, creed or color. Such a pro- 
gram would not have succeeded if it had 
been limited to members of the NSA 
organization. 


We can be thankful for the whole- 
hearted support of businessmen and ed- 
ucators all over the country who have 
worked untiringly in behalf of NSA, in 
support of the CPS Institute and Na- 
tional Secretaries Week. Also, we have 
received unlimited assistance from the 
nation’s educators and businessmen at 
our national conventions and at district, 
regional, state and local meetings. For 
all of this, we are very thankful. 


Among the outstanding blessings we 
have received through this marvelous 
organization of ours are the friendships 
we have formed through our associa- 
tion with each other. What a joy it is to 
know that we can travel from state to 
state, from city to city, and always find 
a friendly greeting, and a helping hand 
if necessary, from a sister secretary. 


Soon, we'll have another national 
project, for which we can all be thank- 
ful. What a blessing it will be to be able 
to retire to a resort home and continue 
our association with women from all 
over the nation who share the same 
background and have similar interests 
with us. One of the reasons for loneli- 
ness in old age is the lack of compan- 
ionship with others of the same age and 
interests, and this is all being taken care 
of for us through our contributions to 
the fund which is growing steadily and 
will soon be concretely evidenced in an 
established home. 


The officers of The National Secre- 
taries Association (International) are 
thankful for the splendid cooperation 
and support received from each indi- 
vidual member, each chapter and each 
state. We are proud of the growth of 
the Association during the first few 
months of this year and we appreciate 
the success of the various projects which 
has been made possible by your partici- 


pation in them. Let's all strive for great- 
er accomplishments during the balance 
of this fiscal year! 


We wish each of you a very happy 
Thanksgiving Day and hope the entire 
holiday season will be a joyous one for 
you and yours. 


The Members of the National Board 








CALENDAR-PAL 





Giant appointment calendar (1614x22 in.) 
tells you how your work is shaping up 
for the next six 
weeks. 12-month 
calendar no 
matter when you 
buy. Calendar- 
Pal, $1.00. Com- 
mercial Press, 
3521 Butler St., 
Pittsburgh 1, Pa. 





























RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 


PRICE INCLUDING 
NEW TELEscoPic 
EYEGUIDE 


TELESCOPIC EYEGUIDE 
Accommodates all widths of copy from a machine 


tape to 20 inches. 


{-——-1"-—] 
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EYEGUIDE CONTRACTED 
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20 
| J 
~ Png a — 
EYEGUIDE EXTENDED 





FREE TRIAL OFFER Write, asking us to send youa 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days. 


4209 — 39th Street, N. W. 
RITE-LINE CORP. Washington 16, D. C. 
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Backstage at Carnegie Hall at every CBS Radio broadcast of 
the New York Philharmonic-Symphony, engineer Harold 
Bridges and music commentator James Fassett sit in this tiny 
control room facing the stage. 
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peewee has long enjoyed recognition as America’s 

national pastime. Last year, some 15,000,000 people, 
one-tenth of the country’s total population, attended major 
league baseball games. 

But during that same year twice that number of people, 
30,000,000, actively participated, either as spectators or as 
perforfiiers, in serious music according to the 1953 bulletin 
of the National Music Council. This adds up to one-fifth 
of our national population. 

This huge public has grown so gradually over the past 
quarter-century that it has been hard to realize the spread 
of music over the land. The people in the business have 
realized it, though; and they point with pride to figures 
which show that good music, which in the first quarter of 
the century was chiefly the province of the “blue-blooded,” 
is honeycombed nowadays into the daily lives of people 
everywhere. One indication is in the increase in the sym- 
phony orchestras, the kingpins of our whole musical system. 

At the turn of the century there were two professional 
orchestras in New York City, and one each in Boston, Chi- 
cago, Cincinnati and Philadelphia. By 1920, there were six 
more, all guaranteed by private philanthropy. But during 
the 1930's there began one of the most remarkable amateur 
musical growths in the history of music. Beginning with the 
founding of a very few amateur and school orchestras, this 
number has increased until in 1954 there are 938 profes- 
sional, community and youth orchestras in this country, and 
more in Canada. Almost every sizable U. S. town now has 
its own orchestra and supports it. Twenty-five years ago 
there were four organizations producing opera in this coun- 
try; in 1954 there are over 300. We now have 750 music 
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Courtesy CBS RADIO 


critics and 1,196 writers on musical subjects and 150 music 
periodicals. Classical record sales last year totaled $60,000,- 
000 amounting to 24 per cent of all record sales. 

This musical development, both of audiences and of 
orchestras, has doubtless many causes. One is certainly the 
growth of a new public which, although it may never have 
seen an orchestra, has learned about symphonic music 
through the broadcasts of the New York Philharmonic- 
Symphony. This orchestra on October 10 celebrated the be- 
ginning of its 25th consecutive year of broadcasting over 
the CBS Radio Network. It is the oldest musical program 
in the country. Through radio, every man’s living room has 
become an orchestra seat at Carnegie Hall. 

The broadcasting of America’s oldest orchestra, which 
started October 5, 1930, was the idea of William S. Paley, 
who had acquired control of the Columbia Broadcasting 
System shortly before. He proposed to his board the idea of 
broadcasting the entire season of Sunday afternoon concerts 
of the Philharmonic. 

His co-directors protested that there was no audience for 
fine music. Mr. Paley answered that he would make an 
audience and forthwith went to the Philharmonic board 
and closed the deal. It is interesting that the first contracts 
stipulated that no commercial sponsorship of the programs 
would be allowed. It was only some years later that the 
orchestra's directors broached the idea to CBS of selling its 
programs to a commercial sponsor. During the past ten 
seasons the Philharmonic broadcasts have been sponsored 
by some of America’s foremost industrial organizations. 


(continued on page 18) 
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Greek-born Dimitri Mitropoulos is Musical Director 
of the.New York Philharmonic-Symphony, which opened 
the orchestra's 25th season on CBS Radio on Sunday, 
October 10, 





Saul Goodman, timpanist of the New York Philhar- 
ae monic-Symphony, was the youngest member of the or- 
i. chestra when he joined it in the autumn of 1926. Today, 
ti two of the players in the Philharmonic’s percussion sec- 
tion are his pupils. The timpani Goodman uses were 
designed and built by him 11 years ago. He does all the 
machine work himself and constantly fills orders from 
other orchestras. 


— 





Maestto Dimitri Mitropoulos gives a signal to the strings in re- 
hearsal of a dramatic passage by the New York Philharmonic- 
Symphony. In the foreground are the first violins, in the back- 
ground the second violins and violas. The string group is the 
foundation of the orchestra, and includes more than half of its 


players. 





the anatomy 


of the 
symphony 


orchestra... 


The symphony orchestra is the greatest 
of all instruments, played upon by an ex- 
pert performer, the conductor. The New 
York Philharmonic-Symphony is made up 
of 104 musicians, each contributing to the 
plan of the composer who conceived the 
work. They are divided into four sections, 
the strings, the wood-winds, the brasses 
and the percussion instruments. 

The stringed instruments include the 
violins (first and second), the violas, the 
cellos and the double basses. They are all 
played with a bow and the sound is pro- 
duced by the vibration of their four 
strings as the bow moves across them. 

The harp, also a stringed instrument, is 
played by plucking the strings. 

The wood-wind section is so named be- 
cause all of its instruments were originally 
made of wood, and their tone is produced 
with the breath. In the modern orchestra, 
however, most flutes and piccolos, and 
occasionally the clarinets, are made of 
metal, for greater brilliance of tone. The 
wood-winds include the flute, the piccolo, 
the clarinet, the bass clarinet, the oboe, 
the English horn, the bassoon and the 
contra-bassoon. 

The brasses are descended from the an- 
cient trumpets which blew down the walls 
of Jericho. Their modern descendants in- 
clude the trumpet, the French horn, the 
trombone and the tuba. 

The percussion group is made up of 
instruments of varying shapes and sizes, 
with one thing in common: they are all 
played by being struck or plucked with 
mallet, hammer or fingers. First in im- 
portance in the percussion section are the 
timpani, or kettle drums, which differ 
from the rest of this group in that they 
can be tuned to a definite pitch. Among 
the percussion instruments of indefinite 
pitch belong the bass drum, the snare 
drums, triangle, tambourine, cymbals, 
gong and castanets. The instruments of 
the percussion family that produce definite 
musical notes include the bells, chimes, 
xylophone, celesta and, as mentioned 
above, the timpani. 

The piano is not considered an instru- 
ment of the symphony orchestra, though 
it is frequently used as a solo instrument. 
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During this quarter of a century stay- 
ing at home and listening to the Phil- 
harmonic broadcasts has become a hap- 
py Sunday afternoon custom throughout 
the nation. A poll last winter revealed 
that as many as 11,800,000 different 
listeners in this country heard the Phil- 
harmonic broadcasts in a single month. 
They are also heard by shortwave in 
Hawaii and Alaska and relayed by the 
Voice of America to the Far East. It is 
a statistical fact that on a single Sunday 
afternoon more people hear one Phil- 
harmonic broadcast than the total of all 
those who have attended in person the 
more than 5,000 concerts which the or- 
chestra has given in the 113 years of its 
existence. 

This is the external picture. What is 
actually going on in the millions of 
homes of these radio listeners? Fan mail, 
station reports and phone calls give an 
inkling. 

A letter from a private in the U. S. 
Army stationed at Fort Richardson in 
faraway Alaska described how he and 
his bunkmates, as well as their company 
commander, had enjoyed the Philhar- 
monic’s performance of Berg’s compli- 
cated modern opera “Wozzeck.” A 
Brahms “Requiem” program conducted 
by Bruno Walter brought letters from a 
professor of Latin at Harvard College, 
a California race track promoter and a 
forest ranger in Oregon, who packs a 
portable radio set on his horse when he 
sets out for his isolated post. 

Many schools and colleges as well as 
local music clubs scheduled regular ses- 
sions for Sunday afternoon listening. 
When farmers, cowboys, office workers, 
as well as seasoned concert-goers take 
the trouble to write in about their re- 
sponse to a symphony, it is time to over- 
haul the cobwebby notions about the 
appeal of “good” music, for radio has 
made good music popular music. 

And this varied audience has heard 
the best contemporary renderings. Ar- 
turo Toscanini was first heard on the air 
in America with the Philharmonic; such 
conductors as Sir Thomas Beecham, Bru- 
no Walter, Leopold Stokowski, George 
Szell, Walter Damrosch and Dimitri 
Mitropoulos have been introduced to 


(continued from page 16) 


the radio audience on these broadcasts. 
It is clear that Mr. and Mrs. America 
have had first class musical interpreters. 
During the coming 25th season Musical 
Director Dimitri Mitropoulos will have 
as guest conductors Bruno Walter, 
George Szell and Guido Cantelli. 

Intermission commentators have 
played an important part in the success 
ot the Philharmonic broadcasts. The first 
was Olin Downes of The New York 
Times. Next came Leonard Liebling, 
who was succeeded by Lawrence Gil- 
man. Deems Taylor took over in 1936. 
James Fassett, who for the past five years 
has served as intermission commentator, 
has introduced to the radio public such 
personalities as Grandma Moses, Dame 
Myra Hess, Jascha Heifetz, Jack Benny, 
Boris Karloff, Marian Anderson, Lily 
Pons, Dag Hammerskjold—all talking 
about music. Mr. Fassett has also wan- 
dered around the country chronicling lo- 
cal musical events, and interviewing 
some of the personalities who are mak- 
ing the musical map of America come 
alive. In dozens of small towns he found 
that listeners to the Philharmonic broad- 
casts have been inspired to start their 
own orchestras. 

Last year, for instance, Mr. Fassett 
went, for a program feature, to Banner 
Elk, a town of 334 population in the 
mountains of North Carolina. Every 
year the little North Carolina Symphony 
Orchestra wends its way by bus over the 
winding roads to give a concert at this 
tiny settlement and in many others like 
it. Benjamin Swalin, its conductor, be- 
lieves in taking concerts to the people 
and covers some 8,000 miles each sea- 
son, in North Carolina, Tennessee, Geor- 
gia, Florida. 

“Conductor Swalin explained that he 
let the towns know some months in ad- 
vance the music that he was going to 
play,” said Mr. Fassett. “Then at school 
the children became familiar with the 
symphonic themes, danced to some of 
the tunes, modeled musical instruments 
out of clay. When the big moment ar- 
rived and the orchestra arrived in its 
bus, it was as exciting as though the 
circus had come to town. Later, walking 
through the streets, I heard a tiny tot in 


The Secretary 











blue jeans whistling a theme from the 
Beethoven Fifth Symphony—something 
he'll never forget.” 

In another Philharmonic feature Mr. 
Fassett visited Waukesha, Wisconsin, a 
farming community of 22,000 inhabit- 
ants, which produced for its people and 
from its people a full-fledged symphony 
orchestra. 

“There are dozens of other towns 
which are pulling themselves up by their 
musical bootstraps,” he says. “There is 
no adult orchestra in Lexington, Ky., but 
there is a lively and lusty Central Ken- 
tucky Youth Orchestra made up of pub- 
lic school kids. The Chattanooga 
( Tenn.) Philharmonic has 200 complete 
orchestral scores in its library, repre- 
senting 91 composers. In Phoenix, Ariz., 
a 95-piece youth orchestra, including 
young people from 22 schools, was or- 
ganized in six weeks and now serves as 
a springboard and training group for 
the Phoenix Symphony itself.” 

Most of these community orchestras 
tour in their states and play in small 
towns which have never before actually 
seen a symphony orchestra but which 
know the symphonic repertoire through 
radio broadcasts. 

Perhaps the highest tribute to the 
Philharmonic’s broadcasts is paid by the 
community orchestras themselves. Many 
of them have their weekiy rehearsals on 
Sunday afternoons. But when the Phil- 
harmonic broadcast time comes around, 
it is a common practice to put aside the 
instruments so that their players can 
listen to the Philharmonic—and hear 
how one of the greatest orchestras in 
the world does the job. 
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EXECUTIVE TRAINING 





A home study program for executives 
has been developed by the National Office 
Management Association to fill the gap in 
presently available executive development 
and training programs. Two courses are 
being featured: the Junior Executive 
Course for people who lack academic train- 
ing in office management and the Execu- 
tive Course for those who have had formal 
study. Answers to the examination ques- 
tions, as well as each of the ten individual 
lessons, are evaluated by a staff of profes- 
sional instructors. For a free booklet out- 
lining the courses, write NOMA Corres- 
pondence Courses, Dept. A-1, 132 W. 
Chelten Avenue, Philadelphia 44, Pa. 


MA HAWKINS, LOUISVILLE CHAP- 

TER (Louisville, Ky.), was mar- 
ried November 6 to Roy Jordan at Lou- 
isville. 

Frances Marsh, treasurer CHAPTER OF 
THE CITY BEAUTIFUL (Orlando, Fla.), 
married Walter Armstrong Sturges June 
19. Reception was held at the home of 
her boss. 

Wedding bells pealed often in Sep- 
tember for the OLD DOMINION CHAP- 
TER (Richmond, Va.). Ann Mullen 
married Bruce Ellison, Jr., September 1. 
Norma Torbech, administrative secre- 
tary to the Director of the City of Rich- 
mond Department of Purchases for 
twelve years, married Emmet King of 
Upper Darby, Pa., September 2. Two of 
the groomsmen were her boss and the 
Assistant Director. 

Phyllis Marion Himes, LAND OF THE 
SKY CHAPTER (Asheville, N. C.), be- 
came the bride of James DeWitt Bowen, 
Jr., September 5. She plans to combine 
marriage with her business career. 

Even though hurricane “Edna” was 
brewing, several members of the MIAMI 
CHAPTER (Miami, Fla.) cruised to Nas- 
sau on Labor Day. 

Mrs. Alver Nielson, who married in 
June, was presented a gift of silver in 
her pattern by the MEMPHIS CHAPTER 
(Memphis, Tenn.) at the September 
dinner meeting. 


Hazel Crymes, MALABOUCHIA CHAP- 
TER (Jackson, Miss.), was entertained 
at a luncheon by several MIAMI CHAP- 
TER (Miami, Fla.) members when at- 
tending the “Red Fez” Shriners Conven- 
tion in that city. 


Frances Kraemer, GREELEY CHAPTER 
(Greeley, Colo.), resigned her position 
as secretary to a realtor in Greeley and 
will perform new duties for the Bureau 
of Standards in Boulder, Colorado. 


Elaine Warren, also of GREELEY 
CHAPTER, has resigned her position 
with a CPA in Greeley and will be em- 
ployed in Denver, Colorado. 


QUEEN BEACH CHAPTER (Long 
Beach, Calif.) member Jo Maes Knoerr, 
past president of California State Organ- 
ization, and husband, Gene, combined 
business and pleasure on a month’s fly- 
ing trip to Europe. Jo visited her family 
in Belgium and took care of some busi- 
ness for her firm, Dumont Aviation. An- 
other vacation minded member, Rita 
Dugan, boarded the S. S. Lurline for a 
Hawaiian vacation. 


QUEEN BEACH CHAPTER is sorry to 
report the loss of member Vivian R. 
Hopkins who passed away August 26. 
Vivian was secretary to the Director of 
Public Relations, Long Beach Police De- 
partment. 
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Officers—New Chapters 


PAWTUCKET, R. I. 
(Pawtucket Chapter ) 
President 
Mrs. Dorothy G. Lindquist 
22 Brook Street 
Central Falls, R. I. 
Vice President 
Isabelle Powers 
10 Dunnell Avenue 
Secretary 
Mrs. Dorothy E. Everett 
1270 Newport Avenue 
Treasurer 
Ella Bartelloni 
31 Potter Street 


FALL RIVER, MASS. 
(Fall River Chapter) 
President 
Marion F. Driscoll 
142 Ray Street 
Vice President 
Phyllis Mittelman 
77 Dudley Street 


Corresponding Secretary 
Cecile V. Borkowski 
132—17th Street 


Treasurer 
Anastasia K. Mayes 
2075 S. Main Street 


LOWELL, MASS. 
(Merrimack Valley Chapter ) 
President 
Mary Guaetta 
12 Wayne Street 
Bradford, Mass. 
Vice President 
Rita Beshara 
33 Marion Street 
Corresponding Secretary 
Mrs. Jeannette Berry 
227 School Street 
Recording Secretary 
Mrs. Madeline Lessard 
27 Ashton Avenue 
Dracut, Mass. 


Treasurer 
Mrs. Rose Shamas 
56 Mt. Vernon Street 


TALLAHASSEE, FLA. 
(Tallahassee Chapter ) 


President 
Mary Dg yt Larkins 
629 E. Park Avenue 


Vice President 
Mrs. Alice S. Chambers 
P. O. Box 1061 


Corresponding Secretary 
Nancy K. Chambers 
434 Hillcrest 


Recording Secretary 


Treasurer 
Mrs. Lazelle Cook 
State Dept. of Agriculture 
Nathan Mayo Bldg. 
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TIME TAPE (242) 


The Professional Tape Co. has developed, 
in handy roll form, self stick labels that 
withstand heat, cold and extreme humidi- 
ty, and no backing paper to pull off. No 
tongue licking or water dispenser needed. 
The back is coated with a unique plastic 
gum able to withstand all cycles of tem- 
perature changes, and still peel off easily. 
Two forms available—Time Tape: a white 
self sticking continuous tape from 34” to 
2” wide; and Time Labels: white with red 
borders from 34”x1” to 2”x3” in roll 
form. Hand or table dispensers available. 









ONE GATEWAY CENTER 





Gentlemen: 
I would like further information 
on the items circled below: 
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CLIPLESS FASTENERS (243) 


The Mosda Clipless Paper Fastener as of- 
fered by Lansdale Products Corporation 
attaches all types of paper securely and 
neatly by an instantaneous mechanical op- 
eration. Because it needs no refilling it is 
always ready for work and creates no ad- 
ditional operating cost. It eliminates the 
use of staple removers and avoids pricked 
fingers. This method of fastening does not 
add any weight to air or foreign mail. 
Finished in black enamel with no scratch 
base, weighs less than a half pound and 
takes only 2”x314” of desk space. 





HANGING FOLDERS (244) 


A new line of Verti-Swing hanging fold- 
ers is announced by The Globe-Wernicke 
Co. Made from flexible, high-quality stock, 
the Verti-Swing folders have rounded 
steel rods with protective coated ends 
sealed firmly in the top edges of the fold- 
er and the rods slide easily over the sturdy 
steel frame. They can be adjusted for a 
snug fit in all standard file drawers. When 
placed on the frame, the folders cannot 
slump, sag or become disordered . . . filed 
—_ always remain in place. Celluloid 
index tabs stay at an even level. 





POWER CONTROL DICTATION (245) 


Dictaphone Corporation has just unveiled 
a new model, the Dictaphone Time-Master 
with “Power Control.” The new electron- 
ic dictating machine has all major oper- 
ating controls built directly into the small 
hand microphone. With just a light move- 
ment of his thumb, the dictator controls 
start-and-stop of recording, lock for con- 
tinuous recording or listening, quick-re- 
view playback, correction and length-of- 
letter markings. Control is simple, auto- 
matic and precise, leaving the dictator 
free to concentrate on the job at hand. 


TON-TESTED STANDS (246) 


For larger, heavier, portable electrically 
operated business machines, including 
typewriters, Tiffany Stand Co. has intro- 
duced its new “Ton-Tested” series of 
heavier duty stands. Features are huge 
steel drop leaves (16”x20") for greater 
working area; large, rounded corner braces 
and new V-type cross brace; easy caster 
retracting operation due to use of rollers. 
New top cups hold almost all machines 
whether feet are round, square or rec- 
tangular. Open top also adjustable to hold 
machine bases from 614”x614” to 17”x17”. 
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= You soak up every bit of informa- 
—— at tion about your business . . . you 
learn its policies and abide by them 
because you know why they were 
put into effect. You keep adding to 
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vou are Johnny-on-the-spot 


No one has ever called you a clock-watcher. You come to work 
on time and when it is necessary, you cheerfully work late. 
More important still, you give the impression of always being 
around when your boss needs you. When he is out of town 
you make a special effort to be in early, not only because of 
the effect:on other workers but because you have double re- 
sponsibility. 
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your general knowledge by supple- 
mentary and brush-up courses. 
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(Excerpt from Remington Rand’s 
“How To Be A Super-Secretary.” ) 
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by Dr. ESTELLE L. POPHAM 








May 6-7, The Dates for the 1955 Examination 


T= 1955 CPS examination will be held on Friday and 
Saturday, May 6 and 7. This decision was reached by 
the Institute for Certifying Secretaries in an eftort to meet 
the wishes of many secretaries for a date prior to vacations 
and near the end of a college semester. We hope that you 
will like the change. 


Jennevie Froistad has resigned from the Institute for per- 
sonal reasons. Since the 1955 examination is imminent and 
no Institute meeting will be held prior to it, the present 
Qualifications Committee in Minneapolis has been good 
enough to continue its work through the 1955 examination 
period after the applications have been processed in Kansas 
City through the national office of NSA. For this reason it 
was necessary that an appointment be made to the Institute 
of an NSA member from Minneapolis to continue Jen's 
fine work. 

Mrs. Mary Weber, a CPS holder, was appointed as a 
member of the Institute for Certifying Secretaries and as 
chairman of the Qualifications Committee for the 1955 ex- 
amination. 


There were about 950 secretaries taking the CPS exam- 
inations on October 8-9 in 50 colleges and universities 
throughout the United States from Florida to Washington, 
from Rhode Island to Arizona. 


The deadline for filing new applications for the 1955 
examination is JANUARY 15. Please, please, PLEASE file 
your applications NOW. Then in case the references don’t 
clear, you will have time to do something about it. The 
work of the Qualifications Committee is almost physically 
impossible when 1000 applications arrive within a ten-day 
period near the deadline. Please realize that ALL of us 


Twenty-two 


working with the CPS programs have full-time jobs and 
need YOUR help and that of your chapter in spreading the 
work load. Help us to help you by submitting your applica- 
tion before December 1. Our heartfelt thanks will go to you. 

Why not use the CPS Soundscriber record that your 
chapter has received to stimulate interest in the 1955 ex- 
amination and to form the basis for your request to your 
chapter to submit applications NOW. 


Comments from Jen Froistad, the 1954 chairman of the 
Qualifications Committee: “Tell them not to regard the 
application form and its supporting data lightly by for- 
getting to sign the application or enclose the processing 
fee, by neglecting to mention graduation from the various 
schools attended, by submitting insufficient employment 
data, or by exaggerating the scope of the duties performed, 
for the Qualifications Committee cannot consider an incom- 
plete application. Tell them to secure the permission of 
their references before listing them. They can thereby ac- 
quaint them with the importance of a prompt reply to our 
letters of inquiry.” 

We heartily endorse these suggestions and bespeak the 
most careful consideration for her successor, Mary Weber. 


Did you see the CPS story in the October issue of Na- 
tion’s Business? 
* * * 


The 1955 CPS examination brochures are ready and 
available from the Kansas City office now. 
z * a 
How is your chapter using the very fine brochure on 
workshops which has just been released by the CPS Com- 


mittee on Education under the chairmanship of Irene Place? 
It is available from Kansas City. 


The Secretary 








Here’s a Christmas Gift Suggestion 
for You — or for that Secretary 


Friend of Yours... 
What should every good Secretary know about Law? 


























































| Reuter & Bragdon, Inc. 
One Gateway Center 
Pittsburgh 22, Pa. 


Please send me copies of SECRETARY 
LAW by Howard P. Reuter @ $2.75 per copy, 
postage prepaid. Payment enclosed in the amount 


Of course, knowing a rich, handsome young 
lawyer is about as much as any secretary needs 
to know about law! At least to get a start, 

that is. Then she has to know about the law 

in order to handle the lawyer. 


| 

| 

| 

| 
Seriously, the articles “Law for the Secretary” : 
have been compiled into book form, revised, re- | 
| 

| 

| 

| 

| 

| 

| 


Pe ee cckiics 
edited and indexed. You will find easy doses 
of the basic law on Contracts, SB sees ibs ccxecdne EERIE ee es eet ee 
Corporations, Wills, Partnerships, Real 
Estate and assorted and miscellaneous tid-bits. Address OPN LANG Ee A PPT R EE EEE iS AE TES ASS 
cal tis Sal Zone............ IS 


There are lots of illustrative cartoons, to use 
the term loosely. SECRETARY LAW will make 
a nice gift for anyone, especially you! 


{Add 3c per copy if you live in Pennsylvania, to cover 
Pennsylvania State Sales Tax.) 


UA yet etme sina ce tee staid 
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NEWS... 


MARJORIE G. SIMMONS 


207 Emporia Blvd., Apt. 5 
San Antonio, Texas 


SOUTHWESTERN BISTRICT 


Members of NOLA CHAPTER (New 
Orleans, La.) have pledged themselves 
to do Civil Defense work. At the Sep- 
tember dinner meeting, members were 
sworn in as Civil Defense workers by 
Mr. Denis Burke-Roche, chief warden 
and administrative assistant of Civil De- 
fense in the New Orleans area. Rose- 
mary Imhoff has been appointed Chair- 
man of Nola Chapter’s Civil Defense 
activities. 








* * * 


MINISA CHAPTER (Wichita, Kan.) 
members were guests of the National 
Office Managers Association (NOMA) 
at a joint dinner meeting on September 
15, with approximately 105 office man- 
agers and secretaries in attendance. This 
meeting honored NOMA’s past presi- 
dents, and they extended Minisa Chap- 
ter the privilege of also honoring their 
past presidents. Not only was this a very 
interesting and informative meeting, but 
it also provided a wonderful opportunity 
for office managers and secretaries to 
become better acquainted. 

* * * 


Mrs. Jean Bell Mosley, Cape Girar- 
deau’s nationally known author, fur- 
nished the program for GIRARDOT 
CHAPTER'S all-day outing on September 
12 at beautiful Kentucky Lake at Gil- 
bertsville, Kentucky. Swimming, golf, 
bridge and sight-seeing at scenic TVA 
dam and locks furnished diversion for 
all. 


* * * 


Members of the PASADENA CHAPTER 
(Pasadena, Calif.) were guests of Chap- 
ter President Mary Miller and Vice 
President Mary Jane Berns at a surprise 
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from the four corners of the NSA. 


Unless otherwise noted, identification of 


photographs reads from left to right. 


farewell party on September 20 honor- 
ing Mrs. Florence M. Hopkins prior to 
her departure for Washington, D. C. A 
charter member of the Pasadena Chapter, 
Florence is secretary to Under Secretary 
of State, Herbert Hoover, Jr. 

* * * 

Initiation ceremonies were held for 
seven new members at the first fall 
meeting in September of the Bic D 
CHAPTER (Dallas, Tex.). The program 
included reports by the chapter's dele- 
gates who attended the Convention in 
New York, including interesting dis- 
plays showing souvenirs, programs and 
“loot” from the Big City. 


* * * 


QUEEN BEACH CHAPTER (Long 
Beach, Calif.) members, their families 
and guests enjoyed a potluck dinner in 
Bowling Green Clubhouse Recreation 
Park. Feature of the evening was a white 





elephant sale. Another September event 
was the fund raising cocktail party at 
the Officer’s Town Club. Looking for- 
ward to the CPS examination, several 
members attended the Los ANGELES 
CHAPTER (Los Angeles, Calif.) secre- 
tarial workshop at the University of 
Southern California. Vervyl Sumrall, 
Marie Wells and Verla Wilson served 
on the CPS panels. The CPS Review 
Course at Long Beach City College start- 
ed its third year with an enrollment of 
fifty. 
* * * 

A membership tea September 11 at 
the Houston Club was given by Hous- 
TON CHAPTER (Houston, Tex.), with 
125 guests, including 39 prospective 
members in attendance. The Lamar Hotel 
was the scene for the Sixth Anniversary 
Party on September 21. Mr. Gay Carroll, 
honorary member, presented the presi- 





Installation of officers of the new ORANGE CHAPTER (Orange, Texas). Jane Broussard, 
president of WOODWORTH CHAPTER (Port Arthur, Texas); Dorothea Jackson, president; 
Shirley Pierce, vice president; Maxine Benoit, corresponding secretary; Gloria Hickey, 
recording secretary; Ruth Boehme, treasurer—all of the Orange Chapter. Ella Trousdale, 
chairman of the National Membership Committee and Eleanor Lavelle, state president. 


The Secretary 





dent with a desk pen and pencil set, 
and a style show was enjoyed by the 
guests during the meal period. Joyce 
Howarton narrated the show, and Shirley 
Smith, Mrs. Mary Ann Heiser, Norma 
Jean Young, Mrs. Rachel Bailey and 
Mrs. Wretha Barfoot served as models. 
A Turkey Dinner will be held on No- 
vember 20 to raise funds for four schol- 
arships. 


* * * 


New officers were installed at the 
June meeting of the COLUMBIA CHAP- 
TER (Columbia, Mo.). At the September 
meeting three new members were ini- 
tiated. Dr. Charlotte Wells, Speech De- 
partment of the University of Missouri, 
gave an interesting talk on “Your Voice 
is You.” Mary Skain, member of the 
SHOW-ME CHAPTER (Jefferson City, 
Mo.) reported on her trip to New York 
as a delegate to the National Convention. 
Proceeds from the benefit card party 
and style show will go to the Polio Fund 
in Boone County. 

* * * 


Members of the SAN FERNANDO VAL- 
LEY CHAPTER (Burbank, Calif.) held a 
barbecue-swim party, followed by eve- 
ning activities depicting “A Night in 
Monte Carlo.” Maria Courter, Florence 
McNeff, Alice Hutter, Jo Mazo and 
Dorothy Hunter attended the San Diego 
Regional Conference. An open meeting 
was held in October featuring Judge 
Mildred Lillie as guest speaker. The 





Officers of the COLUMBIA CHAPTER (Co- 
lumbia, Mo.). Mrs. Marjorie Hall, corre- 
sponding secretary; Mrs. Jamilee Jones, 
recording secretary; Mrs. Elma Jones, presi- 
dent; Mrs. Zelma Baldwin, vice president; 
Mrs. Vera Ward, treasurer. 


The Secretary 


Ways and Means Committee held a 
Rummage Sale on November 5 and 6. 
* * * 


PONTOTOC CHAPTER (Ada, Okla.) 
was hostess at a breakfast in the ball- 
room of the Aldridge Hotel. Guests were 
present from the OKLAHOMA CITY 
CHAPTER (Oklahoma City, Okla.) and 
TULSA CHAPTER (Tulsa, Okla.) . 

* * * 


WOODWORTH CHAPTER (Port Arthur, 
Tex.) installed the new ORANGE CHAP- 
TER (Orange, Tex.), and its sixteen 
charter members at a dinner at the Little 
Mexico Restaurant in Orange on August 
21, with approximately fifty secretaries 
present. Mrs. Jane Broussard, president 
of Woodworth Chapter, presided at the 
dinner, assisted by Mrs. Eleanor Lavelle, 
state president, and Ella Trousdale, chair- 
man of the National Membership Com- 
mittee. 

* * * 


SAN DIEGO CHAPTER (San Diego, 
Calif.) hostessed on September 24-26 
the Southwest District Regional Con- 
vention. The parley was held in the U.S. 
Grant Hotel with 150 delegates repre- 
senting 26 chapters in California, Ari- 
zona and New Mexico. Presiding over 
the general session was SWVP Eunice 
Beimdiek. National Secretary Helen Moe 
was also in attendance. In addition to 
the business sessions, entertainment in- 
cluded the Jai Alai games in Tia Juana, 
Mexico, cocktail party and banquet, and 
Anchors Aweigh party at the La Jolla 
Beach and Tennis Club. 


* * * 


TOWER LIGHTS CHAPTER (Austin, 
Tex.) held business’and social meetings 
during the summer months, the socials 
being in the form of outdoor meetings 
at lodges and guest ranches on the lakes 
near Austin. Members are busily en- 
gaged in the Self-Improvement Course 
for Secretaries which started October 7 
at the University of Texas. 

* * * 


Eight members of MINISA CHAPTER 
(Wichita, Kan.) took the CPS examina- 
tion on October 8 and 9. So much inter- 
est has been aroused in the CPS program 
that the University of Wichita has in- 
cluded in its regular college work a two- 
year program called “Secretarial Tech- 
niques.” A representative from the tele- 
phone company, Mrs. Alice Nichols, 
gave an entertaining and instructive 
dramatization entitled, “Your Voice is 
You.” 


MARGUERITE Dopps 


2100 First Avenue North 
Birmingham 3, Alabama 


SOUTHEASTERN DISTRICT 


LOUISVILLE CHAPTER (Louisville, 
Ky.) started a 32 week study course in 
cooperation with the University of Louis- 
ville in preparation for the 1955 CPS 
exams. 








* * * 


The scholarship fund of SPINDLETTE 
CHAPTER (Gastonia, N. C.) was in- 
creased by proceeds froma fashion show. 

* * * 


Hamburgers and hot dogs were “de- 
voured” by members of the CHAPTER OF 
THE CITY BEAUTIFUL (Orlando, Fla.) 
at the August social meeting. Ten mem- 
bers drove to Daytona Beach to inter- 
view prospective members for a new 


chapter. 
* * * 


Members of the HUNTINGTON CHAP- 
TER (Huntington, W. Va.) are holding 
a series of six classes in Parliamentary 
Law with Elizabeth Poole, chapter par- 
liamentarian, as instructor. 

* * * 


Some 100 members of GULF-TO-BAY 
CHAPTER (St. Petersburg, Fla.) , TAMPA 
CHAPTER (Tampa, Fla.), MANATTE 
CHAPTER (Bradenton, Fla.) and OscE- 
OLA CHAPTER (Clearwater, Fla.) met 
at the home of Mrs. Lee M. Eddy in St. 
Petersburg for a fish fry. 


* * * 


PALM BEACHES CHAPTER (West 
Palm Beach, Fla.) will again dress dolls 
for the Salvation Army Christmas pro- 
gram along with other organizations. 
The group whose doll is selected as best 
dressed will receive a loving cup proper- 
ly inscribed. 

* * * 


MALABOUCHIA CHAPTER ( Jackson, 
Miss.) members and others interested 
are “going back to school” at Millsaps 
College for a course in economics, hu- 
man relations, commercial law, banking 
and English. Three hours college credit 
is to be given to those passing the course, 
which it is hoped will become a part of 
the college curriculum. 
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At the September meeting of the 
CHATTANOOGA CHAPTER (Chattanooga, 
Tenn.) the topic chosen by Mr. L. G. 
Derthick, superintendent of City Schools 
and president of the National Associa- 
tion of School Administrators, was “In 
Times Like These, What Can People 
Do.” Members are already busy plan- 
ning for the 1955 National Convention 
to be held in Chattanooga. 

* * * 


FoRT LAUDERDALE CHAPTER (Fort 
Lauderdale, Fla.) celebrated its first 
birthday September 12 entertaining 
members from WEST PALM BEACH, 
MIAMI, CLEARWATER and ST. PETERS- 
BURG. Twenty new members were in- 
stalled by President Marie Starr. 

* * * 


Nine members of the SAVANNAH 
CHAPTER (Savannah, Ga.) attended the 
State Board meeting in Augusta Sep- 
tember 18-19. Members have typed 1500 
letters for the Tuberculosis Association 
Christmas Seal Campaign. Members hope 
to form a new chapter in Brunswick. 
Savannah’s first woman attorney, Stella 
Akin, was the speaker at the September 


meeting. 
* * * 


The FAIRWAYS CHAPTER (Augusta, 
Ga.) was hostess for the Georgia Board 
Meeting. Plans were discussed for form- 
ing three new chapters in Georgia. At a 
dinner at Shad-O-Hill Tea House, Odessa 
Henson, Atlanta member, gave an inter- 
esting talk on her tour of Europe. 

* * * 


ATLANTA CHAPTER (Atlanta, Ga.) 
sponsored an eight lesson course at the 
Atlanta Division, University of Georgia. 

* * * 


A Hillbilly theme was used for the 
annual Under-the-Stars Party of the 
MEMPHIS CHAPTER (Memphis, Tenn.) 
at the home of Colonel and Mrs. Roane 
Waring. Margarette Bibb received a 
bottle of “Mountain Dew” and Bob Levy 
won a white pullet hen for the best 
costumes. Members toured the Southern 
Bell Telephone Company plant, followed 
by dinner in the Company cafeteria. Fac- 
ulty members of Memphis State College 
were honored at the September meeting, 
in recognition of their help in establish- 
ing CPS study courses. 
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WHEELING CHAPTER (Wheeling, W. Va.) 
President Mary Fish welcomes, right to 
left: National President Mrs. Lilyan Miller 
and W. Va. State Division President Mrs. 
Alma Blair to dinner meeting at McLure 
Hotel, Wheeling, W. Va. 





In September members of the 
WHEELING CHAPTER (Wheeling, W. 
Va.) held a reception and banquet hon- 
oring National President Lilyan Miller, 
West Virginia State President Alma 
Blair, and members from the STEUBEN- 
VILLE, Ohio and CHARLESTON, HUNT- 
INGTON and WEIRTON, W. Va., Chap- 


ters. 
* * * 


Thirty-three members of MONUMEN- 
TAL CHAPTER (Baltimore, Md.) attend- 
ed the DEL-MAR-Dis State Meeting in 
Washington September 11. New officers 
were installed at a Mad Hatters party. 
The hats were sold for $1—proceeds 
going to the chapter treasury. 

* * * 


Dr. John E. Dykstra, professor of In- 
dustrial Management, University of 
North Carolina, spoke on “Time and 
Motion Saving Methods in the Office” 
at the September meeting of the DurR- 
HAM CHAPTER (Durham, N. C.). Mrs. 
Hallie Hicks’ name was drawn as the 
member to be sponsored for the CPS 
exam given in October. 

* * * 


EXECUTIVE CHAPTER (Washington, 
D. C.) heard Mr. Herman G. Lauten, 
trust officer, National Savings and Trust 





Business Theory for Secretaries—Atlanta 
Division, University of Georgia, Atlanta, 
Georgia, September 9 - October 5, 1954. 
Standing: Elizabeth Mosley, president, 
Mrs. Mary Brand, Helen Whelchel, Mrs. 
Ruth Key. Seated: Dr. Geo. M. Sparks, 
director—Atlanta Division, U. of Ga.; Mrs. 
Mary Lane, assistant professor, business 
administration; Mrs. Ethel Glascock. 





Company, discuss planning a trust at the 
September meeting. 
* * * 


A double feature was enjoyed by the 
O. HENRY CHAPTER (Greensboro, N. 
C.) when the Chamber of Commerce 
presented a color film “Story of Greens- 
boro” and Mrs. Phyllis McLeod, foods 
editor of the Greensboro News-Record, 
gave some helpful hints on “How A 
Business Girl Can Entertain.” Five mem- 
bers appeared on a local TV program as 
a ways and means project in September. 

* * * 


“The Chanel Look or the Dior Look?” 
was the theme for the first Fashion Show 
and Card Party sponsored by the OAK 
RIDGE CHAPTER (Oak Ridge, Tenn.) 
in September, with members acting as 
models. 


* * * 


Members of the KNOXVILLE CHAP- 
TER (Knoxville, Tenn.) enjoyed an in- 
teresting program in September when 
Member-at-Large Mary Ruth Chiles, 
CPS, from Gatlinburg, Tennessee, spoke 
on Parliamentary Procedure and illus- 
trated her presentation by using chapter 
members to conduct a mock meeting, 
bringing out the examples used in her 
talk. 
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MARGARET HESEMANN 


515 Ivinson Avenue 
Laramie, Wyoming 


NORTHWESTERN DISTRICT 


In celebration of its tenth birthday, 
MELIOR VITA CHAPTER (Sioux Falls, 
S. D.) hostessed the Regional Meeting 
for Iowa, Nebraska, Minnesota and South 
Dakota chapters. A huge birthday cake 
was the subject of much conversation at 
the Saturday luncheon when the chap- 
ter's history was reviewed 

Everyone attending this regional 
should have the well groomed look, for 
each guest found in her room a puppy 
dog (complete with eyes, ears, nose, 
tongue and tail) made from a washcloth 
and a bar of soap. The proverbial bone 
was a cylinder of bobby pins. 

Carrying out an Indian theme, the 
“Sioux Squaws” decorated their tables 
with canoes of autumn flowers and 
totem poles; wrote menus in Indian 
language; honored Miss Martha Rosa- 
mond, NWVP, by naming her “Princess 
Bright Eyes” and giving her an Indian 
headdress; named CPS Institute member 
Harold W. Dickhut, Chicago, an Indian 
Chief, presenting him with an Indian 
headdress and a tomahawk; and gave 
Cassandra Waterman, NEVP, an Indian 
“peace pipe” from her “secret pals.” The 
banquet at which these guests were hon- 
ored was televised and rebroadcast on 
the following Monday evening. 

Participating in the CPS (Competent, 
Poised, Successful) panel were Mildred 
Lux, MT. RUSHMORE CHAPTER (Rapid 
City, S. D.), Maxine McFee, HAWKEYE 
CHAPTER (Des Moines, Iowa) and Grace 
Bergren, NEBOMA CHAPTER (Omaha, 
Neb.). Mary J. Smith, SIOUX CHAPTER 
(Sioux City, Iowa) discussed the opera- 
tion of state divisions and Cassie Water- 
man entitled her remarks, “I’m Telling 
You.” 

When the “pow-wow” closed, mem- 
bers left Sioux Falls with much informa- 
tion for their chapters and a deep 
appreciation for the warm welcome and 
hospitality extended through the “smoke 
signals” of the Sioux squaws’ teepees. 

* * * 








LOMOND CHAPTER (Ogden, Utah) 
welcomed NSAers of the Rocky Moun- 


The Secretary 


tain region (Colorado, Idaho, Utah and 
Wyoming) in early October. The Na- 
tional Convention theme, “Knowledge 
is a treasure, but practice is the key to 
it,” by Fuller, drew much attention and 
favorable comment for the hostess chap- 
ter member who had fashioned the words 
in gold braid against a red background. 
The theme was used effectively in pres- 
entations by the CPS (Competent, 
Poised, Successful) panel members, Mary 
Ellen Brickner, EVERGREEN CHAPTER 
(Denver, Colo.) ; Mary Keifer, TEEPEE 
CHAPTER (Pocatello, Idaho); and Mary 
E. Suvanto, PIKES PEAK CHAPTER (Colo- 
rado Springs), and Moderated by I. J. 
Wisner, superintendent, Swift & Com- 
pany (who generously contributed favors 
for all NSAers). The “wise ole owl” and 
the studious secretary, carrying a key 
labeled “practice,” carried out the theme 
at the banquet tables. 

Ogden, the “Gateway of the West,” 
was vividly portrayed by Colonel Mc- 
Gary of the Chamber of Commerce. 
After informing the guests about the in- 
dustrial and military developments in 
Ogden as well as the recreational facili- 
ties, he presented NWVP Martha Rosa- 
mond and National Treasurer “Kitty” 
Cote’ with the “Ogden Gateway” and the 
key to the city. 

Dr. Albert C. Fries, CPS Institute 
member, Los Angeles, and Dr. Thurston 
Rivers, banquet speaker, were presented 
with attractive wrought iron “dogs” 
which also serve as letter holders. 

Colorado State President Viola Alstatt, 
BOOK CLIFF CHAPTER (Grand Junc- 
tion) and State Treasurer Mildred Wal- 
den, PIKES PEAK CHAPTER (Colorado 
Springs) discussed the state organization 
operation. 

Members were so impressed with the 
talk by Kitty Cote’ on “Never Under- 
estimate,” in which she gave information 
on the NSA Home Project, that they 
passed the hat to help make this a 
profitable trip—dollar-wise—for the na- 
tional treasury as well as a profitable 
trip — information-wise — for all mem- 
bers present. 

The final touch of Western hospital- 
ity was the serving of ice cream, cake 
and coffee before members started the 
long trek homeward on Sunday after- 
noon. 

* * * 


M.N. Due, honorary member of BOOK 
CLIFF CHAPTER (Grand Junction, 











Colo.) gave $100 toward establishing a 
revolving educational fund for secreta- 
rial students at Mesa College. Mrs. Adele 
Grandinette (member) contributed $100 
in memory of her late husband. This 
fund is in addition to a scholarship 
awarded each year by the chapter. 
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When PIONEER CHAPTER (Fremont, 
Neb.) celebrated its sixth anniversary, all 
past presidents were on hand to enjoy the 
travel theme for the party. Peggy Haughn, 
Mrs. Nina Elsinger, Edith Erling, Mrs. 
Emma Reedy, Mrs. Martha Peters and 
Mrs. Elna Hansen. 


Omaha, Nebraska’s AK-SAR-BEN 
CHAPTER members Mary Magette, presi- 
dent, and Ruth Quade, CPS, spoke to 
the business education teachers of the 
Omaha high schools on NSAI and CPS. 


* * * 


MINN-ARROW CHAPTER (Duluth, 
Minn.) heard Bob Hall, local TV news- 
caster, take them “behind the scenes” 
for the production of a 15 minute tele- 
cast. Pointing out TV’s place as a news- 
reporting media, Mr. Hall emphasized 
the station’s part in bringing together 
the metropolitan area and the surround- 
ing territory. Minn-Arrow members now 
feel they're “in the know.” 

* * * 


Six weeks after the 1954 National 
Convention, GOPHER CHAPTER ( Minne- 
apolis, Minn.) initiated three new mem- 
bers. The ceremony was enhanced by 
the use of the three silver candlesticks 
awarded to the chapter for winning last 
year’s membership contest in the North- 
western District. Seven members mod- 
eled fall fashions for a chapter style 
show, after which all members took a 
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from the four corners of the NSA 









test for good taste in design. More than 
a dozen had scores equivalent to a de- 
signer's capability. 

* * * 


Clara Knorr, TEEPEE CHAPTER (Po- 
catello, Idaho) showed colored slides of 
her recent European trip at a fall chapter 
meeting. Pictures included scenes from 
Scotland, England, Holland, France, 
Germany, Italy and Switzerland. Copy- 
ing registration lists for the various 
county precincts for the Republican Club 
is a new (and profitable) ways and 
means project for them. 

* * * 


CORNHUSKER CHAPTER (Lincoln, 
Neb.) members chartered a bus for an 
excursion to a South Bend lake resort. 
After a buffet supper and motor boat 
tides, the inevitable “chatter” continued 
on into the night. It’s “hats off” to their 
Ways and Means Committee for a very 
successful rummage sale. 

* * * 


SAL-UTE CHAPTER (Salt Lake City, 
Utah) observed Boss Night October 14 
when Judge A. H. Ellett, of the Third 
District Court, showed slides of numer- 
ous Indian scenes and seasonal pictures, 
coordinated with a musical background 
for his presentation. Equipment com- 
panies presented a business show during 
the social hour preceding the dinner. 

* * * 


GREELEY CHAPTER (Greeley, Colo.) 
arranged a business correspondence 
course through Colorado State College 
of Education for anyone interested. 


BARBARA ATWATER 


90 Edgewood Road 
Cochituate, Massachusetts 


NORTHEASTERN DISTRICT 


Mrs. Margaret Gleasner, past national 
president of NSAI, installed 1954-1955 
officers of the LOCKPORT CHAPTER 
(Lockport, N. Y.). The chapter scholar- 
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ship was awarded to Elizabeth Brandle 
who entered St. Joseph's Business Insti- 


tute this fall. 
+ . ” 


The slogan of the ABRAHAM LINCOLN 
CHAPTER (Springfield, Ill.) for 1954- 
55 is “Each One, Win One” for a goal 
of 100 in membership. 


* * * 


The MIDDLETOWN CHAPTER ( Middle- 
town, Ohio) has a “full steam ahead” 
calendar for 1954-1955. 


Civic-minded members of the CAM- 
BRIDGE CHAPTER (Cambridge, Ohio) 
addressed envelopes for the Tuberculosis 
Christmas Seal Drive for the third con- 
secutive year. Chapter member Marie 
Thompson served as County Women’s 
Chairman of the National Foundation 
of Infantile Paralysis Emergency Drive 


in August. 
* * * 


Manley Fleischman, attorney, was 
guest speaker when members of the 
BUFFALO CHAPTER (Buffalo, N. Y.) 
entertained their employers at their an- 
nual Boss Night Dinner October 6. 


* * * 


WATERBURY CHAPTER (Waterbury, 
Conn.) wound up the 1953-54 season 
with a theatre party at the first showing 
of “Kiss Me Kate” at Oakdale Theatre, 
Wallingford. 


* * * 


Chapter member Alma Lee repre- 
sented the SAGINAW CHAPTER (Sagi- 
naw, Mich.) at the Cancer Booth at the 
Saginaw County Fair. 

* * * 


Members of the HARRISBURG CHAP- 
TER (Harrisburg, Pa.) participated in a 
panel discussion between representatives 
of management and the secretarial pro- 
fession during a meeting at the Colonial 
Country Club under sponsorship of the 
Harrisburg Chapter NOMA. 


* * * 


PAGODA CHAPTER (Reading, Pa.) is 
proud of several members who recently 
appeared on WEEU-TV “Know Your 
Reading,” a program of questions rela- 
tive to local and national news items. 








Installation of officers of the NEWPORT 
CHAPTER (Newport, R. I.). Mrs. Irma L. 
Decotis, treasurer; Mary L. Wood, vice 
president; Roberta V. Livermore, presi- 
dent; Mrs. Margaret Wells, retiring presi- 
dent; Mrs. Elizabeth Thurston, correspond- 
ing secretary; Naneen Wendler, recording 
secretary. 


Many members have volunteered their 
services to the projects of the American 
Business Club Cerebral Palsy Project. 
The chapter celebrated its seventh birth- 
day on October 11 with the initiation 
of new members. 

* * * 


U. S. Representative Alvin M. Bent- 
ley spoke on the basic functions of 
Federal Government and State Repre- 
sentative Adrian DeBoom presented a 
report on the activities of the Michigan 
State Legislature at recent meecings of 
the SHIAWASSEE VALLEY CHAPTER 
(Owosso, Mich. ). 


* * * 


“Better Learning” is the objective of 
the RAPIDETTE CHAPTER (Grand 
Rapids, Mich.) which is sponsoring a 
class in “Business Theory for Secretaries” 
at the University of Michigan. Dr. Irene 
Place, assistant professor of Secretarial 
Practices, is conducting the course. 

* * * 


Fashion was the keynote of the Sep- 
tember meeting of the NEWARK CHAP- 
TER (Newark, N. J.). Mrs. Margaret 
Langley, assistant director of Consumer 
Relations of Celanese Corporation of 
America, spoke on “Best Dressed Wo- 
men.” A lucky member won five yards 
of beautiful material presented by Mrs. 
Langley. 

* * * 

Literature was the topic at the Sep- 
tember meeting of the PRESQUE ISLE 
CHAPTER (Erie, Pa.) when Mrs. Neil 
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Al Hydrick, director of the Education and 
Training Department, Weirton Steel Com- 
pany, spoke at recent meeting of STEUBEN- 
VILLE CHAPTER (Steubenville, Ohio). Pic- 
tured are Marie Burnell, Ruth Schmidt, 
Madge Barbetta, Mrs. Emma Conroy and 
Mr. Hydrick. Seated, Mrs. Joseph Giannini. 


H. Gebhardt gave an interesting book 
review. 
* * * 

Flowers for beautifying home and of- 
fice was the theme of the September 
meeting of the FOREST CITY CHAPTER 
(Cleveland, Ohio). Members were pre- 
sented with the demonstration floral 


designs and corsages. 
* * * 


GLAss CITY CHAPTER ( Toledo, Ohio ) 
observed its ninth anniversary in Sep- 
tember with a program of national, state 
and local NSAI history by the chapter's 
first president, Leanor Morrison, and 
other members. Special guests were rep- 
resentatives from Fostoria and Tiffin, 
Ohio, where new chapters are being 


formed. 
* oe * 


Lester McCrea, city editor of the local 
newspaper, was the speaker at the Sep- 
tember meeting of CODI CHAPTER (Can- 


ton, Ohio). 
* oa * 


Games and a picnic dinner were on 
the agenda for a get-together of mem- 
bers and guests of the COLUMBUS CHAP- 
TER (Columbus, Ohio). 

* * * 


Members of the FORT VENANGO 
CHAPTER (Franklin, Pa.) are busy typ- 
ing envelopes for the County Tubercu- 
losis Christmas Seal Drive and taking a 
course in Registry and Inquiry at the 
request of the Deputy Coordinator of 
County Civil Defense. 
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In honor and recognition of The National Secretaries Association and the local Yo- 
MAH-O CHAPTER during the week of the National Convention, the Strouss-Hirshberg 
Company, Youngstown, displayed the above modern office. The “Boss” is reading “Desk 
Notes,” Yo-Mah-O Chapter Bulletin which won the Ohio State First Place Bulletin 


Trophy also shown in the picture. 


The Chapter Scholarship Fund bene- 
fited from WORCESTER CHAPTER'S 
(Worcester, Mass.) gala annual Fashion 
Show and Bridge on October 21. 


* * * 


A “Music to IIlustrate” program, 
given by Georgianna Romig, B.A. M.A., 
entertained members of the QUAKER 
City CHAPTER (Philadelphia, Pa.) at 
their September meeting. 


* * * 


A combined meeting of the ALTOONA 
CHAPTER ( Altoona, Pa.) and the JOHNS- 
TOWN CHAPTER (Johnstown, Pa.) was 
held at the Bedford Springs Hotel on 
September 18. Lois Summers, president 
of the Altoona Chapter, presided. Presi- 
dent Ruth Gillman of the Johnstown 
Chapter, previewed the 1955 State Meet- 
ing. The group was entertained by the 
Altoona Chapter Quartet. 

* * * 


A Sunday Afternoon Membership Tea 
highlighted the fall season of the FLow- 
ER CiTY CHAPTER (Rochester, N. Y.) 
on October 17. 


* * * 


Plans for the annual Boss Night Din- 
ner are being formulated by the mem- 
bers of the CINCINNATI CHAPTER 
(Cincinnati, Ohio). 

* * * 


Welcome MERRIMACK VALLEY CHAP- 
TER (Lowell Mass.) to NSAI. Congratu- 
lations are also in order for conducting 
a successful membership drive. 


Fashions, fabrics and fads in millinery 
were the topics of the guest speaker of 
the FRAMINGHAM CHAPTER (Framing- 
ham, Mass.) at the September meeting. 
Dorothea, well-known local milliner, pro- 
vided many samples for members to 


model. 
~ * * 


Orchids to the PROVIDENCE CHAPTER 
(Providence, R. I.) for hostessing a 
fine Region I Northeast District Con- 
ference October 1-3 despite the havoc 
which resulted from two devastating 
ladies, Hurricanes “Carol” and “Edna.” 
The presentation “Are You Competent- 
Poised-Successful” and a panel discus- 
sion “State Structure” preceded a well- 
received address on “NSA Balance Sheet” 
by Mrs. Lilyan Miller, national presi- 
dent. Entertainment in the form of an 
original skit, “CPS,” followed the Satur- 
day evening banquet. Sunday brunch 
was highlighted by Cassandra D. Water- 
man’s talk, “This is Your Organization,” 
and brought to a close a highly success- 
ful “Hurricane Conference.” 

* * * 


The main event of SAGINAW CHAP- 
TER’S (Saginaw, Mich.) September meet- 
ing consisted of a verbal trip around 
New York by Mrs. Eileen Hesse, dele- 
gate to the National Convention. In 
order to give all members the benefit 
of the content of the minutes of the 
Convention, different members will re- 
port on each section throughout the 
year. 
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a column devoted to office 
problems and suggestions 


Secretaries, ATTENTION! Forward march to the aid of 
this member NSAer who has a problem that is “bigger 
than the most of us.” But do let’s fight it for her! Read 
her problem, sympathize, and then muster all the sugges- 
tions and solutions at your command and send them along 
to us. See if we can fill a page with your comments in a 
subsequent issue. 

The Problem 

As secretary to a vice president of a large company em- 
ploying some 950 individuals, I have neither authority over 
nor responsibility for the performance of other secretaries 
—but I still have a problem! 

In our particular department there are three women, each 
one of whom works as the secretary to one of the three 
men forming the next echelon to my employer. Two of 
these gals do excellent work as secretaries—accurate, de- 
pendable, speedy—and measure up in every one of the 
personal traits needed by top rank secretaries including a 
habitual desire to improve their own performance. Either 
could take over my desk at any time and acquit herself 
commendably and with a minimum of disturbance to others. 

The third member of the trio, however, is the unfortu- 
nate victim of an inability to be deaf, dumb and blind. 
I'm sure she is not malicious—she just can't help over- 
hearing confidential business, and then having heard it, 
she is impelled to share it with everyone she meets. Her 
chatter about everything she hears or sees, or thinks she 
hears or sees, is a source of friction among other employees 
who are repeatedly upset by the rumors she unintentional- 
ly spreads. For this reason, too, she cannot advance into 
higher positions or even provide “vacation relief” or other 
assistance to anyone whose work is of a confidential nature. 

Are there ways in which this employee, technically classi- 
fied as a “secretary,” can be made aware of her loose tongue 
and the urgent need to learn the first fundamental ethic of 
business? 

NOTE: This is not a hypothetical question—it’s reality. 
—and the writer needs some suggestions. 
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“We Had A 
Wonderful Time’... 


(continued from page 13) 


From the turret windows of the Empire State we looked 
down on a living map drawn in running fire, with spangles 
and jewels from the Battery to Westchester, and it was 
difficult to tear ourselves away. 


The ride “downtown” to the New York Stock Exchange 
via subway was also a new experience for most of our vis- 
itors who for the first time enacted the role so familiar to 
New Yorkers — that of “sardine” in a crowded, thunderous, 
underground train to reach a destination. At the Stock Ex- 
change, largest organized securities market in the United 
States, we were given a briefing, shown an entertaining and 
informative technicolor short on what stocks are, why there 
are stocks, and why there is a stock exchange; and we looked 
down from the gallery at the frenzied activity on the trad- 
ing floor below. 


While downtown we lunched at famous Fraunces Tavern 
and later inspected the museum of Colonial and Revolu- 
tionary history on the upper floors and the Long Room 
where Washington bade farewell to his officers in Decem- 
ber 1783. 


Our group dispersed after this, some to visit the Sub- 
Treasury Building, Trinity Church, or the Chase Bank Mu- 
seum of Monies, while others just wandered through the 
narrow streets of this world-renowned financial center, mar- 
veling at the geometry of steel and stone, built high by man 
and dwarfing man. Some of us elected to return to Conven- 
tion Headquarters by bus — a route that starts out at the 
tip of Manhattan, moves through the financial and civic 
centers of the City, passes Union Square of famed “soap- 
box” oratory and then through the garment district and the 
Great White Way — feeling the syncopated nervous rhythm 
of the City’s jerking traffic, watching its frenetic pedestri- 
ans, flashing lights, “catching” the City’s sounds, wail and 
percussion. 


A fitting wind-up to the trips and tours taken during the 
week was the farewell salute to New York City via the 
Staten Island Ferry on Friday night. Standing off from the 
City in the ferry our visitors were able to see the massed 
steel and concrete structures reaching for the sky with weird 
ethereal beauty — the “picture-postcard” view that is world 
famous — THE NEW YORK SKYLINE. Then as we 
watched in fascination, the sun set, darkness settled down, 
and New York was ablaze with lights, looking like a fan- 
tastic scene out of the Arabian Nights, truly earning the 
appellation “Bagdad-on-the-Subway.” 
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She loves us... 


She loves us 
not...” 


E WANT to know how secretaries feel about 
W tating dictation . . . and only you can 
help us. 

Answer a few questions for us, and we’ll give 
you this famous secretary’s handbook—FREE. 
The new, 84-page, illustrated edition is now on 
the press. It will help you 1,000 ways in your 
work. Gives rules for proper punctuation, spell- 
ing, setting up letters, etc. Regular price 50¢. 





DICTAPHONE ® coceorarion 


Just fill in this coupon and mail it to get your copy of LETTER PERFECT. DICTATION HEAD }UARTERS, U. S. A. 
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What do you think is the one most im- 
portant advantage of a dictating machine? (_] Over five years 


DICTAPHONE IS A REG. TRADE MARK OF DICTAPHONE CORPORATION. 





7 . 
° ee 
e . 
Z How do you most often take dictation? C) Saves time And, finally, what do you consider a cz 
. 2 none : . . secretary’s most important function? ° 
° C] From dictating machines ———__ C) Helps me organize my job y , ° 
e . 
° C] By shorthand C] Helps me get more done 
e 

: C] From dictator’s longhand — C1) Moreconvenient for taking dictation Z 
e ° . . . . . e 
° C] Direct dictation to typewriter —— (] Something else e 
e ° 
° Some other way : ; ° 
° O ? If you haven’t used one, why not? Please Thanks! . 
3 ae ; ’ nanks! . 
° Have you ever used a dictating machine? comment. ° 
° , : 

. Dictaphone Corporation, Dept. T-114 . 
: D Yes 420 Lexington Ave., New York 17,N.Y. 3 
. ia No. © 
. . 
: If you have, tell us what make. How long have you been a secretary ? My name ° 
. ‘ e 
° (] Less than two years My firm . 
. 

4 [a Tete fee pears Address cg 
. e 
. oe 
. e 
e e 
e e 





. Ghd youll give your bose the 
best-typed /ettere he ever signed / 


You'll be delighted with the beautiful quality of 
work this Underwood Electric will give you . . . its 
light, easy typing, minimum fatigue, and sharp, 
clear carbon copies. 

Simply ask your nearest Underwood Office (in 
Classified Directory) to send one over for you to try 
on your own work. It puts you under no obligation 
whatever. Phone... now! 


Underwood Corporation 
Typewriters . .. Adding Machines . . . Accounting Machines 
Carbon Paper . . . Ribbons . . . Punched Card Equipment 

Electronic Computers 
One Park Avenue Underwood Limited, 
New York 16, N. Y. Toronto 1, Canada 
Sales and Service Everywhere 


You are also invited to try our standard office type- 
writer. ..the new Underwood 150. You'll appreciate 
the wide choice of type styles, the Triple Touch 
Tuning, New Diamond Set Margins and other 
important features. 


Underwood Electric 


Made by the Typewriter Leader of the World 





